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Logging In 
This is the first step to access the TABE Online system.   

 

 

 

Add a User 
Users are local site personnel who will need access to this system.  Only authorized users should be 

added, and users should be deactivated immediately if their affiliation or employment ends. 

 

 

 

 

 

 

 

 

 

 

 

Enter your username and password in 

the boxes. 

First time users will be asked to change 

their password on the next screen.  This 

new password must be at least six 

letters/numbers with no spaces or 

special characters.   

In addition, new users will be asked for 

a hint question in case a password is 

forgotten.  This is a very useful tool and 

we strongly suggest users choose a 

question and answer they can easily 

remember. 

Hover your mouse over the Groups tab, 

and a drop-down list will appear.  Click 

on Manage Users. 

A new screen will open. 
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You may see a number of choices in the 

Group Selector.  If so, click on the group 

or site the new user should be 

associated with. This may make it easier 

to determine if your user already exists 

in the system. 

You may also find that there are no 

users.  In either case, to add a user 

simply click on the + icon in the bottom 

left corner of this box. 

After clicking the + button, a new 

window will pop up.   

1. Enter the new user’s information.  Be 

sure to include this person’s email 

address – it makes password 

recovery a lot easier.   

2. Be sure to put a check in the box 

next to the group to which this user 

belongs. 

1 

2 

The new user is now established in 

the system.  They will be notified 

automatically if you entered their 

email address. 

1 
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View/Edit/Delete a User 
This section will help you add, find and edit users.  Depending on your permission level within the 

system, you may not be able to find people who aren’t part of your specific group.  Please check with 

your Test Center Administrator if you have questions or are unable to find someone.   

Note that it is critical to deactivate/remove those whose employment or involvement with your TABE 

Test Center has ended.  User information is sensitive, and your site’s prompt attention will help ensure 

security for all. 

To get to the correct screen, take the same initial steps as above by clicking on the following:  

1.   Groups tab  

2.    Manage Users (drop down list)  

3.    Group Selector (choose the group you are interested in) 

    

 

        

 

 

 

 

 

 

 

 

  Add User            Edit User           Delete User      Search User                Refresh 

 

To use any of the functions listed above, simply highlight the user you wish to edit and click the 

appropriate button.  To search for a user you can just click on the magnifying glass and a search window 

will appear.  USE CAUTION WHEN DELETING USERS.  
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Change User Password 

Users can change their own password by going to OAS.ctb.com and clicking the Get New Password 

button.  They system will ask them the answer to their hint question and then it will ask for their email 

address.  Sometimes users forget this information, in which case an administrator can help through the 

following route: 

 

If a user needs an administrative password reset, the local site administrator should take the following 

steps: 

 

 

 

Here is where a user can retrieve their 

own password.  If a user’s email is not 

listed in their account, the system will 

be unable to send them their new 

password and they may need 

administrative help. 

After logging into the system, find the 

user by hovering over Groups.  Next, 

click on Manage Users 

1. In the Group Selector box, drill down 

to the group in which this user can be 

found.  Highlight this group. 

2. Highlight this person’s name by 

clicking on it once 

1 2 
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Change User Password (Cont.)  

  

A new popup will appear – type in the user’s 

new password here.  It must be at least eight 

characters long and contain at least one 

number and one letter.  Let the user know 

their new password.  (If the user’s email 

address is in the system they will 

automatically receive an alert with their new 

password.) 

On the far right side of your screen you will 

see a Change Password box.  Click this. 

OPTIONAL:  If you have this user’s email address, it’s a good idea to enter it into their profile now.  Simply 

highlight their name (see above) and either double click it or use the edit button at the bottom of the 

user list.  

  

 

This will give you access to a field into which you can type their email address – it’ll be much easier for 

them to retrieve their password if they lose it again! 
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Add an Examinee 
Examinees can be loaded individually or in bulk.  These instructions are for individual loads. 

 

  

 

 

 

 

  

Hover over groups, and then move through 

Manage Students and into Student List. 

You will now be in the 

Manage Students screen. 

The bottom of the box contains the 

“edit” panel.  Click the + to add an 

examinee.  

A new window will open.  From 

here you can fill in the examinee’s 

name, birthday, etc.   

You must also assign this examinee 

to a group.  Please choose the 

appropriate group under Group 

Selector. 

Enter additional details in the 

Contact Information section.  This 

section is optional. 

Click Save.  The examinee is now 

entered into the online assessment 

system. 
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View/Edit/Delete an Examinee 
Editing and deleting examinees must be done with great caution and with full agreement of the Test 

Center Coordinator.   

  

Hover over groups, and then move through 

Manage Students and into Student List. 

View Examinee:  On the left side of the screen 

is the Group Selector box.  Click on the group 

in which the examinee resides.   The Student 

List box will open and you can scroll through 

the list until you find the examinee, or you 

can search by clicking on the magnifying glass 

at the bottom of the screen.  Once you find 

the examinee, either double click on his or her 

name, or highlight the name and click the 

pencil icon.  The Edit Student pop-up will 

appear and you will now be able to edit this 

examinee. 

Deleting an examinee should only be done 

with caution.  Follow the above instructions, 

highlight the examinee’s name, and click on 

the trash can icon.   
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Selecting Accommodations 
Relatively few TABE examinees will require an accommodation but for those who do, there are a few 

extra steps to take in the registration process.  These steps may be taken during initial examinee 

registration, or they may be taken after the examinee is already in the system. 

If you are registering the examinee for the first time, you may take this added step as part of their initial 

registration process.  If an examinee is already registered in the online system, simply find the examinee, 

highlight his or her name, and edit their profile.  

 

 

 

 

 

 

 

 

 

 

 

Accommodations are listed 

below the examinee’s 

information.  Simply check the 

boxes for the specific 

accommodation needed.  
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Set Up Test Sessions 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go into the Manage 

Sessions screen.  If you 

aren’t taken there 

immediately upon logging 

in, hover over the 

Assessments tab and click 

on “Manage Sessions”  

On the left side of the 

screen, drill down to the 

group in which you want 

to add a new test session. 

You will add your test session into the 

selected Sessions List.  Simply click on 

Schedule Test Session, or the + in the 

lower left corner, and a new box will 

pop up. 

1. Click in the Test Group drop-

down box and choose the subtest 

you want. 

2. Next, click on the test name 

(highlighted in yellow) 

3. On the right side of the screen 

you can now choose which 

subtest(s) to include by clicking 

Modify Test. 

 



TABE Online Quick Start Guide 
 
 

 

 

 

  

After modifying your test session, 

continue through the template 

1. Test Details allow you to input or 

change the session name, start/end 

dates, time, etc. 

2. Add Student allows you to add an 

examinee – NOTE this examinee must 

already be entered into the system.  To 

add an examinee, please see the “Add 

an Examinee” instructions. 

3. Add Proctor allows you to add a 

proctor, who will only be able to access 

minimal information in the system.  This 

step is optional. 

 

Choose subtests by highlighting 

those you wish to include/exclude 

and moving them to the 

appropriate box. 
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View Test Session  
You can check on examinee progress through this screen. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go into the Manage Sessions screen.  

If you aren’t taken there immediately 

upon logging in, hover over the 

Assessments tab and click on 

“Manage Sessions”  

Click and highlight on the session 

you wish to view, and then click 

“View Status”. 

The View Status window will pop 

up.  Here you will be able to view 

the status of everyone in that 

particular test session. 
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Print Test Tickets 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click and highlight the session 

name for which you want to print 

test tickets.  Next, click the Print 

Test Ticket button.   

The popup will give you the choice 

of which test session document to 

print.   

1. Individual Test Tickets and Summary Test Tickets contain login names and passwords 

for your examinees.  Examinees will be handed this document in order to login to their 

test.  Make certain that the name on the test session document matches the examinee.  

2. Summary Test Tickets contain everything the proctor needs to administer the test.  

These are very sensitive documents and must be kept secure at all times. 


